STATE oF MARYLAND
DEPARTMENT OF BUDGET AND MANAGEMENT

DI VI SI ON ( AGENCY) : Central Collection Unit

ADDRESS: 300 West Preston Street, Room 503
Baltinore, Maryland 21201

| SSUE DATE: January 18, 2000

SOLI CI TATI ON NO. : 2000- 001

I NVI TATI ON FOR BI DS

PART | - BI D I NFORVATI ON

1.1 Subj ect of Bid

This Invitation for Bids (IFB) invites bids to the Maryl and Departnment of
Budget and Managenent/ Central Collection Unit (DBM CCU), substantiating in detai
their qualifications and capabilities to performcollection services on primary
assignments of delinquent debts owed to the State. The collection agency nust
provi de national coverage with one collection office in the State of Maryl and.

1.2 Term

The initial termof the contract will be two years, May 1, 2000 to Apri
30, 2002, with an option to renew, upon the same ternms and conditions, for two
addi ti onal one-year periods. Exercise of the renewal option will be solely at the
di scretion of the State.

.3 I ssuing Ofice and Procurenent Oficer

The sole point of contact in the State for the purpose of this IFB is the
Procurenent Officer at the Issuing Ofice as foll ows:

Name: John E. Hand
Title: Director, Central Collection Unit
Agency: Depart ment of Budget and Managenent

Locati on: 300 West Preston Street, Room 503
Balti nore, Maryland 21201

Tel ephone: (410) 767-1204

| .4 Pre-Bi d Conference

A pre-bid conference will be held on February 2, 2000 at 10: 00 AM While
attendance at the pre-proposal conference is not mandatory, information discussed
or distributed may be beneficial to the offeror



The location for the pre-proposal conference is:

Lobby Auditorium

State Office Building #2
300 West Preston Street

Bal ti more, Maryland 21201

.5 Questi ons

a. Al conmunications regarding this solicitation are to be made solely
t hrough the Procurenment O ficer.

b. Al questions, either verbal or witten, should be submitted in a
timely manner. |In the case of questions not received in a tinely nmanner, the
Procurement Officer shall, based on the availability of his tine to research and
comuni cate an answer, deci de whether he can answer an untinely subnmitted
qgquestion before the proposal due date.

c. A summary of both questions and answers will be sent to all prospective
bi dders who were sent or who obtained this |IFB through DBM CCU or who are known
to the Procurement Oficer to have obtained the bidding docunents. Anyone

receiving this IFB froma source other than DBM CCU shoul d pronptly notify the
Procurement Officer. Questions should be directed to the Procurenent O ficer.

|.6 Subni ssi on Deadl i ne

The bid docunents as required under Part |V of this Invitation for Bids are
to be subnmitted in a sealed envelope captioned "COLLECTION SERVICES - BID
ENCLOSED'. This subm ssion nust be received by the Procurenent Officer at the
Issuing OFfice by 12 NOON Eastern Standard Tine on February 23, 2000

Requests for extensions of this date or tinme will not be granted. Except as
permtted by COVAR 21.05.02.10, any late bid, |late request for nodification, or
| ate request for withdrawal will not be considered. It is recomended that bids

be hand delivered to the Issuing Ofice. Bidders nailing their bids should allow
sufficient mail and internal delivery tinme to ensure receipt of their bids at the
Issuing OFfice prior to the established closing date and tinme. Bids may not be
submitted via fax machine.

.7 Preparati on of Bid Form

Do not alter or change any wording on the Bid Form The original and one
(I') copy of the Bid Form shall be submtted. Bi ds shall be typewritten or
written legibly inink. All erasures shall be initialed in ink by the signer.
Al'l bids shall be signed in ink by a person authorized to bind the bidder.

.8 Preparati on of Contract

Al'l prospective bidders shall return a signed, filled out copy of the
Contract (Attachment A) with their bid. Any bid returned without a signed,
filled out contract nay be deemed to be non-responsive.

1.9 I ncurred Expenses

DBM CCU and the State are not responsi ble for any expenses which may be
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i ncurred by bidders in preparing and subnitting bids in response to this |IFB.

|.10 Duration of Bids

Bid prices shall be irrevocable for a period of ninety (90) days follow ng
bi d openi ng.

1.11 Bidder's Affidavits

Each bi dder shall conplete and submit with the bid, an original and one
(1) copy of signed BID Proposal Affidavit (Attachment B, an original and one (I)
copy of the Contract Affidavit (Attachment C) and an original and one (1) copy
of the Certified MBE Utilization and Fair Solicitation Affidavit (Attachnent D
1). See paragraph 4. 1.

1.12 Mnority Business Enterprise Notification

A Mnority Business Enterprise (MBE) participation goal of 14% has been
established for this solicitation. The Contractor shall structure its award of
subcontracts in a good faith effort to achieve the goal by subcontracting with

busi nesses certified by the State of Maryland as minority owned and control |l ed.
MBE requirenents are specified in Attachnent D of this | FB.

A current directory of certified MBEs is available through the Maryl and

State Departnent of Transportation, Ofice of Mnority Business Enterprise, P.O
Box 8755, BW Airport, Maryland 21240-0755. The phone nunber is 410-865-1244.

1.13 Procurenent Regul ations

This |IFB and any contract entered into as a result thereof, shall be
governed by the State Procurenent Law, codified in State Finance and Procurenent
Article of the Annotated Code of Maryland and in COMAR, Title 21, as amended.

1.14 Revisions to |FB

If it becones necessary to revise any part of this Invitation for Bids,
anmendnents will be provided to all prospective bidders
that were sent this Invitation for Bids or otherw se are known by the Procurenent
O ficer to have obtained this |FB.

1.15 Cancellation of IFB; Rejection of Al Bids

DBM CCU reserves the right to cancel this IFB in whole or in part or may
reject all bids or may accept or reject, in whole or in part, any bid submtted
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in response whenever this action is determined to be fiscally advantageous to the
State or otherwise in its best interests.

1.16 Acceptance of Terns and Conditions

By submitting a bid in response to this IFB, the bidder shall be deened to
have accepted the terns and conditions set forth in the IFB and in the contract
formincluded as Attachment A of this IFB

1.17 Access to Public Information Act Notice

A bidder should give specific attention to the identification of those
portions of its bid subm ssions that it considers confidential, proprietary
commercial information or trade secrets, and provide justification why such
mat eri al s, upon request, should not be disclosed by the State under the Access
to Public Records Act, State CGovernment Article, Title 10, Subtitle 6, Annotated
Code of Maryl and.

1.18 Conpliance Wth Law Arrear ages

By submitting a bid in response to this IFB, the bidder, if selected for
award, agrees that it wll conply with all Federal, State and Local |aws
applicable to its activities and obligati ons under the contract.

By submitting a bid in response to this |IFB, the bidder shall be deened to
represent that it is not in arrears in the paynment of any obligation due and
owi ng the State of Maryland or any departnment or unit thereof, including but not
limted to the paynment of taxes and enpl oyee benefits, and if selected for award,
that it shall not becone so in arrears during the termof the contract.

The Contractor will not be permtted under any circunstances to use
threats, intimidation, or harassment in the collection process or to violate any
gui del ines established by the Federal Trade Conm ssion. The Contractor will
comply with the Code of Ethics in Sections 14-202 of the Conmercial Law Article
of the Annotated Code of Maryland, Title 15 Comerce and Trade Sections 1601 -
1700 of the United States Code Annotated, and with the Fair Debt Collection
Practices Act (P.L. 95-109) and all other applicable state and federal |aws.

1.19 Miltiple or Alternate Bids

Mul tiple or Alternate Bids will not be accepted.

1.20 Site Survey

An office of the Contractor nust be located in Maryland. All bidders
Maryl and of fices are subject to site survey by the Procurenment Officer or his
desi gnee. Arrangenents will be nade prior to final award.

1.21 Assighnent

The contractor is prohibited from subcontracting, assigning, transferring
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conveying, subletting, or otherw se disposing of its rights, title or interest
under this agreenent to any other person, conpany or corporation wthout the
previ ous consent and approval in witing by the State.

PART Il - SCOPE OF SERVI CES

2.1 Background I nformati on and Description of Accounts

The Central Collection Unit (CCU) is responsible for the collection and of
all delinquent debt, claims and accounts of the State other than taxes and child
support. Typical debts are college tuition and fees, a small nunber of student
| oans, public assistance and food stanp overpaynents, Parole and Probation
restitution accounts, reinbursenment for vehicular damage to State property,
bounced checks, reinbursenent for care at a State hospital, unpaid workers'

conmpensation insurance prem uns, Home | nprovenent Commi ssion  awards,
environnental fines, etc. During a normal year, CCU will receive 80,000 debts
with a dollar value of approximately $80 mllion. See Attachnment E for a

Description of the Debts Frequently Sent to CCU. Due to the |arge volunme of debt

referrals approximtely 50,000 debts per year with a dollar value of

approximately $30 million are referred to an outside collection agency for

primary referral collection service. Accounts referred include an average of 85%
- 90% in-state accounts and 10 - 15% out-of-state accounts. Debts are nornally
referred after six nonths of unsuccessful collection effort by CCU  Debts are
referred nonthly by electronic nedia. The primary outside collection agency is
authorized to take collection efforts for six nonths before returni ng uncoll ected
accounts by electronic nedia to CCU. The current vendor's recovery rate has been
approximately 4.4% over the last two years. The current vendor is paid 13.9% of

amount s col | ect ed.

2.2 Col | ecti on Procedures

The Contractor will inplement thorough collection procedures and attenpt
to achi eve maxi mum recovery from debtors. These procedures will include a
reasonabl e nunber of telephone calls on debt ampunts of $100 or nore, direct
mai ling efforts, and skip tracing procedures when necessary. The Contractor mnust
have the ability to collect retail/individual debts (approximtely 80% of
referrals), commercial/business debts (approximately 10% of referrals), and
i nsurance debts (approximtely 10% of referrals).

2.3 Litigation

Only the Maryland Attorney General's Ofice is authorized to file suit on
behal f of the State. Whenever the Contractor feels that normal collection
procedures will not produce the desired results, and has determ ned that
litigation is necessary to resolve the account, a recomendation to initiate
| egal action should be forwarded to the Central Collection Unit. The Contractor
will return those accounts requiring litigation to CCU. Once judgnent is
obt ai ned, this account nmay be returned to the Contractor for collection efforts.

2.4 Rem tting Collections

Ofice in Maryland - The Contractor nust deposit remittances daily to a
bank account in Maryl and designated by the Central Collection Unit and in the
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nane of Central Collection Unit. The Contractor must forward to Central
Collection Unit a copy of the bank deposit slip and a transmittal formitem zed
by debtor's nane, account nunber and ampunt. The bank deposit ampunt and
transm ttal anmount nust agree.

For OFfice Qutside of Maryland - The Contractor shall submit weekly to the
Central Collection Unit all gross paynents received. Paynent to the CCU shal
be made by Contractor's or its affiliate's check payable to the CCU in the anount
of the total weekly renmttance, such check to be acconpanied by a weekly
remttance statenment that shall item ze such remttances by debtor's name, CCU
account nunber, amount, returned checks, any account correction or adjustnent,
and such further information as CCU may request. The total bal ance of the weekly
remttance statement nust agree in every respect with the total of the check
i ssued by Contractor to the CCU. Alternatively, an out-of-state Contractor, who
utilizes Bank or Anerica, can deposit renmttances daily to the State of
Maryl and' s account .

2.5 State OFfset Paynents

The Central Collection Unit will notify the contractor of all offset
paynments including interception of the debtor's Maryland income tax refund
of fset of the debt against a State enployee's salary; and offset of a payment to

debt or/ vendor doing business with the State. Conmmission will not be paid on
of fset paynments. Instructions relating to invoicing/crediting direct paynents
will be fornulated with the Contractor.

2.6 Conput er Capability

A bi dder nust have conputer facilities capable of providing the follow ng
services:

a. Accepting, processing, reporting, and returning accounts
in an electronic nedia format provided by the State;

b. Cancelling accounts by electronic nedia;
c. Accepting adjustnments to accounts by electronic nedia; and

d. Charging interest on accounts on a tinely basis when required.

2.7 Conprom se Settl enents

Contractor shall not accept any conprom se paynments without approval of
the Central Collection Unit. The Contractor shall furnish CCU with any proposa
for a conpronise settlenent, a review of the relevant facts and the Contractor's
recomendati ons.

2.8 Cancel | ati on and Abatenent of Accounts

Upon cancellation of an account, or when the account is considered
uncol | ectible, the account shall be returned to the Central Collection Unit
together with an explanation for cancellation by the Contractor, and a
recommendati on as to whether the account should or should not be abated by the
Central Collection Unit. The Contractor has no authority to abate any cl aimor
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account, and shall receive no conpensation for uncollected accounts.

2.9 Suspensi on of Coll ection Effort

Contractor agrees to suspend action on any individual account referred for

col l ection upon notification by the Central Collection Unit.

At the request of

the Central Collection Unit, the Contractor shall return to the Centra
Col l ection Unit the account on which collection effort has been suspended. In
such cases, this action will not nullify comr ssions due the Contractor as a

result of collection activity before suspension

2.10 Reports

The Contractor shall furnish the Centra
m ni mum the follow ng:

Collection Unit wth,

Wth regard to collection activities, the Contractor nust report:

a. Aletter of confirmation acknow edgi ng

debtor's name, CCU account nunber, and account bal ances assi gned

wi th each placenent.

the recei pt of accounts,

b. A mnthly inventory of referred accounts indicating debtor's

nanme, CCU account nunber, date account

was placed, original

bal ance referred, date and anount of paynents received during
the period, current bal ance and account status.

c. A performance anal ysis by debt type of
cating:

referred accounts indi-

1. the total nunber and aggregate value of accounts

pl aced for the nonth;

2. the total nunber and aggregate val ue of accounts
pl aced during the contract period to date;

3. the gross collections for each pl
mont h and on a cumul ative basis;

acenent, for the

4. the total nunber and aggregate val ue of cancell ed

and returned accounts for each pl
mont h and on a cumul ative basis;

acenent, for the
and

5. the total nunber and aggregate uncollected val ue
of the current inventory of accounts for each

pl acenent.

d. A final report sumrary upon conpletion
include all assigned accounts, indicati

of the contract shal
ng the debtor's nane,

CCU account nunber, date assigned, bal ance outstandi ng, and

status of account.

2.11 Record Inspection

at
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Contractor shall maintain for all accounts, |edger records which reflect
the origi nal balance, additional charges, collection and comm ssion. The State
and/or the Central Collection Unit shall have the right to i nspect such records
wi thout notice at any time. Central Collection Unit also reserves the right to
confirmthe accuracy of all paynent information furnished by the debtor directly.

Contractor nust al so make available for review by the Central Collection
Unit all records/notes detailing collection efforts made on an account.

PART 111 - M N MJM QUALI FI CATI ONS

Bi dders nmust conplete a M ninmum Qualifications Docunent (Attachnent F) to
verify that the following mninum qualifications are net. The Procurenent
O ficer, on behalf of the Departnent and in the exercise of his discretion, may
or may not contact one or nmore of any cited references, and in addition, may
contact any other reference of his choosing.

3.1 Experi ence
Bi dders nust have three years recent experience in the collection of debts
simlar to those described in Part 2.1.

3.2 Ref er ences

Bi dders must provide a mininumof two (2) references of work perforned of
a simlar nature as required in this IFB

Ref erences nust be a business or governnental organization that referred
5,000 or nore accounts to the contractor per year

3.3 Scope of Services

Bi dder must positively reply to the Scope of Services itens on the M ninmum
Qualifications Docunment (Attachnment F).

3.4 Maryl and State OFfice and Licensing

An office of the Contractor nmust be |ocated in Mryl and. The Centra
Collection Unit reserves the right to require submission of additiona
i nformati on concerning any proposed establishnent of a Maryland office. The
bi dder's proposal nust identify the address of the bidders's principal office
and identify the address of the Maryland office. The bidder nust be licensed in
Maryl and as a col |l ecti on agency.

3.5 Def al cati on Bond




The successful bidder will be required to nmaintain in full force and
effect, during the contract term and any period thereafter during which the
Contractor has in its possession any accounts forwarded to it by the Central
Collection Unit, a blanket bond in an amobunt of not |ess than $200,000. The bond
nmust be executed by a surety authorized to do business in the State of Mryl and
and nust protect the State and the Central Collection Unit against any |oss
through failure by the Contractor or any of its enployees to reinburse the
Central Collection Unit its share of nonies collected. If any accounts are
forwarded to a subsidiary, the subsidiary will also be required to conply
i ndependently with this bonding requirenent.

The bond must be approved by the Ofice of the Attorney General prior to
award of the contract. A sanple bond is attached (Attachnent Q.

3.6 Fi nanci al St at ement

The bidder nust submit its nost recent audited financial statenments

including a balance sheet and profit and |oss statenents. The financial
statements nust be audited by an independent certified public accountant and
must include all notes to the statenents. The audit report nust express an

opi nion as to whether the bal ance sheet presents fairly the financial position
of the bidder. An audit report containing a disclainmer of opinion of the bal ance
sheet does not satisfy the requirement of this section. Managenment |etter
coment s regardi ng the Adequacy of Internal Controls nust be subnmitted along with
the financial statenents.

PART IV - BID SUBM SSI ON

4.1 Bi d For nat

An original and one copy of the follow ng nust be included in the bidder's
bi d subm ssi on:

a. Mninmum Qualifications Docunent (Attachment F).

b. Bid Price Form (Attachnent H).
Bi d/ Proposal Affidavit (Attachnment B).

d. Afilled-out and signed Contract (Attachment A). Bids
returned without a signed, filled-out contract wll
be deened non-responsive.

(¢]

e. Contract Affidavit (Attachment C).

f. Certified MBE Utilization and Fair Solicitation Affidavit
(Attachnent D-1).

PART V - BI D EVALUATI ON AND AWARD

5.1 Bi d Openi ng

Bi ds shall be opened on February 23, 2000 at 1:00 P.M at the Central
Col l ection Unit, 300 West Preston Street, Room 503, Baltinore, MD 21201.

Award of the contract will be to the responsive and responsi ble bidder



who has net the minimm qualifications outlined in PART IIl of this IFB and
submits the | owest percentage rate.

5.2 Paynment to the Contractor

The Contractor will be paid on the basis of the agreed percentage rate for
all nonies collected (whether principal, interest, or collection charges) on
referred accounts. This will be the sole consideration paid to the Contractor
and the State will not reinburse the Contractor, other than as part of this
conpensation, for costs or expenses paid or incurred. Only one percentage rate
can be submitted for the two-year termof the contract.

The Central Collection Unit will pay invoices of the Contractor within
thirty (30) days of receipt.
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